Re-Assign Program Director Module

The purpose of this module is to allow the transfer of grants from one Program Director to another post

referral.

1) In Netscape go to http://cii.nci.nih.gov

2) Then click on the NOW production link — this takes you to the NOW Home Page (Fig.1)

3) Move your pointer over “Program Activities” this will cause another menu to appear on the right
4) Click on “Re-Assign Program Director * in the right most menu to get into the module (Fig.2)
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Transfer a Program Director's Assignments
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Fig. 2 —entry screen for Re-Assign Program Director module

You do not need to fill in all of the information. If you have a single grant to transfer and you know the number, you may just type
in the grant number. The PD name can be typed in or chosen from the List.

In the following example we will use the List .
The scenario is to transfer a grant (LK22CA089285-01) from Anita LoMonico to Ann Heath.

1) Clicking on the List option next to the PD Name text box will display a search box and a list of all the PD names in NCI
(note that Fig.3 shows only a portion of the list retrieved)
a. You may scroll down the list and click on the PD name (Fig.4) or
b. You may enter the first or first few letters of the last name in the search box to limit your displayed list and click on
the PD name. (Fig. 5)
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2) Clicking on LoMonico (PD name) brings you back to the initial search screen but now the PD Name box and the CA box are
populated by your selection. (Fig. 6)
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Fig. 6 - Population of the PD name and PD Org after selection from the list.
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3) Clicking on the “Find Assignments” button will move you to the next screen and bring back a list of all the grants assigned to the
PD (LoMonico, Anita in this example). (Fig.7)
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Fig. 7 — List of grant assignments for PD = LoMonico, Anita

Next, you will select the grants you wish to transfer and Program Director to whom you wish to transfer the grants.

To transfer all of the grants, click on the “select all” button. This places a check mark in the “Transfer?” column next to each of the
grants. To select individual grants, click in the “Transfer” column box next to the grant(s) you wish to transfer.

4) In this example, we will transfer only 1K22CA089285-01 by clicking on the box in the “Transfer “ column (Fig.8)

To select the Program Director to whom the grant(s) should be transferred, click on the List next to the PD Name box, which brings up
a list of PD names associated with Cancer Activities. The process is the same as the one used in choosing the PD Name in step 1
Figures 4 and 5. You may use either the scroll (fig4.) or the search function (Fig. 5)

If the new PD is not associated with the same Cancer Activity as the PD from whom the grants are being transferred, you will have to
fill in the “Change CA” box.

5) Clicking on the List next to PD Name, we will choose Anne Heath as the recipient PD. The result is shown in the top portion of
Fig. 8
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Notice that the PD organization for Heath, Anne K., Cancer Genetics Branch, is different from the PD Organization for LoMonico,
Anita S., Cancer Immunology and Hematology Branch.
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Fig.8 - PD Name populated and grant to transfer selected.

6) Clicking on the “Transfer Selected Grants” should complete the process, but in this case an error (Fig.9) will be returned because
the two Cancer Activities are not the same and the “Change CA” box has not been filled.
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To correct this error and complete the grant assignment transfer:
7) Use the back button of the browser to return you to the transfer page (Fig.8).

8) Now “Change CA” by clicking on the List next to the “Change CA” text box and choosing CGB (Cancer Genetics Branch) from
the list.

The results are shown in Fig. 10
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Fig. 10 —filling in the “Change” CA box
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9) Complete the process by clicking on the “Transfer Selected Grants” button.
Since the information is correctly completed this will result in a success message being displayed (Fig. 11).
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